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Baékgrouhd for this paper i® contained in notes written
for HS/DCI by Personnel Office in 1952 and those for the
.Clark Committee, August 195L, in addition to miscellaneous

material vg;;ﬁ(ed up in 1952 by HS/DCI.

r - ¢
A1l in folder Personnel Office (HS file).
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THE OFFICE OF PERSONNEL
The 0ffice of Personnel, CIA, did not come into being as such with the

~ formation of the Agency in 1947, but had its origin in CIG, with the es ab-

4]
N - (
lam..z,ﬂ.r,y v ?.é Alitgim

lishmen.t oi‘);he .Ifersonnel and Admin_igtrat.iva Branch,,\which was charged with
the responsibility ofb dé&elopi;:g an orgénizatiqn.

The stafflof 1;,he Cantral Intelligence Grouﬁ 'bof.aled 165 persons. These |
Vwere drawn equally from State ana Navy Dep.arhpents with LB ‘each, respectivel,

and fram the War Departmert (including the Air Corps), which supplied 79.”
25X1A ' |

-, secord draft, Personnel Office/

The Strategic Services Unit (descendant of the 0SS) was still in exis-
7 v
tence, with the overt section (The Research and Analysis Division? Group?)

t.ransferfed to the State Department and the covert (the SSU) taken over by
the War Departnent-. It was the small classification unit in this latter
group which worked on position descriptidns for the CIG Teble of Orgarﬁza-

tion in collabbration with the Personnel and Administrative Branch, CIG,

7 / 2 * and vhich was subsequently transferred to that Branch. /Memo, Meloon to

25X1A - 13 Dec 5k, Subj: History, Office Persomnel, CIA./ . There was no

appreciable outside recruit;ing during the early days (Jamuary to September,

1/ CIG Admin Order #18, October 1946. In_Admin Ord CIG l- :
' The following sections were es‘ggolished: Class &%-I';Ls.‘l.ary r%dm%.Sn’ él heé ieHaS; %e%%%‘al

Services; Procurement mnd

wi trARHEOYR Ry Release S00 TG RO RIsPELTT IR0 5R0 556855 D Traini'nd%ﬁéggetﬁg‘q

and Ng
‘ va} Ccmmapd and an Employee Relations Section,




What units?
What organsy
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2.
19h6 @d no formal recruitment or procurement section vas such prior .to ‘
Seéteniﬁer, i9h6',\) since the directive establishing CIG provided for the
transfer ofpérsonn‘el. and fgcilities from the Departments of State, War, and

Navy. Attention was therefore directed in early recruitment to inter-agency

'procurement.. Some indiﬁiduals were brought to the Group _from"bhe 0SS

(individually) by direct iterview and negotiation with the head of the
Porsonnel and Administrative Brandh, it this still approximated an inter-
agency transaction. Certain other units of CIG were obtained intact"dlrough
o . 25X1A .
transfers from other organizations. (Meloon to - 13 Dec 5L)
Gnf-et Orie of the difficulties of this arrangement was that the Directo:

of the Central Tntelligence Group had no right of nire or fire. Salaries

and expenses of the Group were to be borne by the three interested agencles,

‘and there was therefore no budget established, nor was the authority to

Approvéd For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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disburse any funds mt a’c. 125 disposal. Each department was held responsible

for the clearing of the personnel it would send, with its security officer

-

having the right of review. The final decision in every case rested with

the DCI. The suggestion that there be an interdei:artmental screening

Sve)

coxmitvteev _fo_f‘ this purpose did not meet approval, and ee the screening of the¢

individual_ agency did nofc. prove satisfactéry, the directive establishing
this was :escinded h.October 19)46. /Da‘rl.ing, I1I, page 51/ The CIG itself
then took full responsibility for .6leﬁriné its personnel. .

The inability oi‘ hiring or firing at will actually‘ took away ir=part—
from .the Direetor his au'bhofity over the Group, since each 'inteiligmce |
agency worked along the lines of interest to its own Department. I£ was
not easy to secure the necessary personnel by réquisi’oion from the deparﬁ-
zhents, and 'bhe DCI felt for réasons of security as well as of. efficiency»
he should be given full charge of selection and direction of his .personnel.

/Daiting, IV, 13-16; IIT, page 13/ Tnis he waﬁ?able to effectuate in

1916. (September?)

| With the ¢ apability'of the CIG to hire its own pérsonnal, ard subse-

quent:l,y with the establishment of the CIAg parsonnel was considersbly in-

APPF%E@& ngeapmmmme ammmommmmgmmim more
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 gfficient, It was difficult to obtain qualified personrel to staff these
programs, however. To increase the efficiency of the Personvel Cffice as
more ard more demands were made upon it, ¢ hanges were made in the functions,

organizational structure and size of the various segments of the Cffice.

_ As of 1 Jamary 1949, with the genersl administrative change taking
(77(,&,\41;

pléce in the Agency, the operational elements of the persoﬁnel management
function were decentralized to two personnel divisiorns within adminis-

. trgtive orgmiéations servicing the covert (Special Support Staff) and
overt (Administrative Support Staff) components of the Agency, respectively.

me ?{ Lo ':’e; ‘.f-‘t-uff—uuyfi Py ( ' '4 ' |
Staff personnel management responsibilities, including final po’sition‘

Hist PO, 195L clagsificatio’n authority, were located in a separate personnel

version

staff, At the same time, a Personnel Staff was e'stablis'hedléo provide

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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5.

( /?yy M policy guldance to the Exec_ti'bive of the Agency on personnel matters.

4l
/

still in ef-
fect 19 Jan
51 )

In Oct:ober, 1950, the organization of various administrative oftices

was again altered in an effort to improve service to operating units., The -

two Personnel Divisipns (overt and covert) together yvith the Persopnel
Staff were united under the Personnel Director and reorganiéed under the
following s‘emi-fu.nctional basis: Personnel Division (Overf) was establisheé
to provide placemenﬁ,’ personnel relations, and yranséctions and recordé
service for the overt offices and a clerical pool and testing serviqe for
the A.gency; Fersonnel Divisiop (Covert) was established to provide placement
personnel rela‘bions, ard transactions and records sevrvice for the covert
offices. The following were set up as central vservi.cbes:‘ Classgification
and Wage &dmiristration Division for a cenfral waé;e and salary administra— |
tion program; Personnel Frocurement Division,. for a central recruitment
service for the Agency,' replacing the recruitment services formerly provided

by the Placement
#by-the-ﬁgeaey Branches of the two Personnel Divisions; the Military

" Personnel Division, previously located in the overt Fersomnel Division,

was set up independently to continue its function as the central military

personnel unit.

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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¥hat was Gsi-
tion opXchart
of P,0.

this time?

What research
specifically?

In mid-1951 the position of Assistant Director (Personnel) was created.

' © 25X1A S |
otz snosbont e [ < <oinisd 5
25X1A
July 1951. | vec2c Acting Assistant Director
25X1A o Prencd Vs .

(Personnel ) wher}_ lett the Agenc%, and was succeeded by

Harrison G. Reynclds? who has occuped the position since then.

Misslon and Fumctions, Personnel Office

the primary aims of the Office of Personnel are the development and

© admini stration of a persorinel program for the CI4, including the formula-

' )}
tion and recommendation of policies, regulaticons and stanfdards; providing

~advice and assistance to administrative and operating officials on all

matters of personnel administration; inspection, review and evaluation of

a1l phases of personnel management activity in the Agency; conduct of re-

search in the field of personnel mapagement; erd supervision of the activiti
of .‘the CIA Honor Awards Board; and provid:'gné persannel services in support
of the Agency's personnel program:; -l_priefiy lstated, to handle the_‘stafﬁ.ng'
operation of the Agéncy on é day-to~day basis as efficiently and expedi-
't..’;.pusly as éossible, and to set\ up va'personnel érganizatioh and progran

which will serve the Agency's needs at the present ard in the future.

Approved For Release 2002/01/04 ; CIA-RDP84-00022R000400030009-9
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'I"here are many unigue rroblems whiéh cgnnot be solved by following
custoinary Federal pgnsonnel po;ll.icives,b procedures and practices, and for this
reasmthe Agency has béen exempted from various requirements generaily
established for F:ederal agencies; for example: the Civi'__l. Service Commission
in September of 19!47 axcépﬁed the Agency from all civ:ii service _c_ompeti‘biv'e'
examina'b:’;on and certification .procedures which aré' nomaily fo?b_lowed in
“making Federal abpointﬁlents. In addition, in 0cto.bex" of 19&9- .Congress
exempted CIA f"cém the Féderal position classification and e c§mpensation
system, ar;l despite other proviSions of law goirerning the Separatign or
removal of Federal employees, -’c.he National Seéu_rity Act of 1947 has vested
_ in the DCI authorityte effect termingtions of »ampldyment whernever deémed
"nefessary or advissble in the interests of the Uhi'béd Sta.tes.. "
The exceptions and exemptions acéorded the Agency have detemmined the
" gharacter of the 'foice' of Personnel.
Its own lack of staff made it impossible for tne Fersonnel Office to

t\f QM ./ﬂ:{: &

—&#e—ihe-—attentionit"m'ﬂthe major programs which-should have been
. o-v«) hwm' Corrctm -
LL'L‘A.»#L,LA ‘ r\_. ,G ! v ‘ ] :
satablisheod-under good management practice, @e ikat recruitment couldd—se

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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Soruard. wﬂmm,) too, the dearth of personnei on its own staff
hindered proper fulfillment of its functions. There coﬁld be no organized
attempt to tmdve'priority fo search for .given types or professi’on$ which
seemed to be most needed. Because of the press of need for -péegsgg:::ﬁf, the
Personnel Office was forced 'bo recrgit.:_’l.ndividuvals, without kpowingxwhejpher
thmm would adequately s’ervp the Agenéy's requirement for
effective, productive work. Thé necessity for placement folléw-ups,
establishment of qualificé.t.ion standards to insure the obtaining and utili-
zation of the best qualiried :’;Lgm establishmént of classification
standgﬁisx to insure equal pay for substantially siﬁailarwqu -- all thqsa
were réalized and desired in those early years, but could not be concéntratéc’
upon because of the Vpress of more immediate problems.

Ip the end ei: and of itself the expansion of recruitment forced the
es-tablishment of an adequaie éé'rsonnel organization, whiclr/is reflected in
.'bhose operations, 'bhé names of which bespseak the duties performed. Thes‘er
units are: personnel -pmcurement, plaéement, personnel relations,
transgctions and feco}ds, centrsl processing, classifica‘tiop and wage.admin-

istration; pool administration, testing and tralning; military personnel

administration; career service, and a pasonnel Studies and Procedures Staff,

Approyed For Release 2002/01/04 HlATRRRS4AN0Z2RIA0HNAINArarh Sera syl 74&7&7



Personnel
Procurement

were these 8
full- or
part time?

4
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//' With the expansion of the Agency, the increasing demand for qualified

applicantsvhavd grown so urgent, that in late. i950 , the personnel procuremént
function oi‘ the former Procurement ‘and Placexnent Branches was separaﬁed
from these Branches and was established in the Personnel Procurement
Division.

As has been statec_l ‘bve:‘t'orve,. lack of people on its 'own staff presented the

I'_’ersonnel Office from asdequately carrying out its duties. In ¥his connec~

tion, the task of the early recruiter was tremendous. As of 31 De@;@ber,

the figures for the following years looked like thist

1947 veee. 1 recruiter, part-time
19&8 oed e e 1 " u"

1949 seses 2 recruiters, plus one additional, part-time

In 1950, with the establishment of the Personnel Procuremenft Division,

: : 25X1A '
the T/6 &f the new unit was authorized a't- positions, substantially more

. 25X1A
than that formerly allotted to recruitment, There was an increase to -

in-shese authorized positions in : .+ There were now two

recruiters, plus one part-time, until September; and eight from September.
| 25X1A |
to December, inclusive., In 1951, there we're- through May; as of |
' . 25X1A : o
3 pecember 1951, NG o~ vt It was conten-

ApprgygddeonRetesse mozﬂumgsewmsummouomw@s and 25 consul tants
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gsome of kwhom would be only part-time employees. 4 portion of these re-

At

cruiters wpuld be generai recruiters; some of them woqld be for specific
offices. Iﬁ January of 1952 there was at least on; special procurement
official for each effice of the Agency. By Jwne 1953, the Qitﬁation was
/idenﬁical? ch#nged in‘ any respect? /

From Janvary-May 1951 felusive, there were four recruiting statlons.
25X1A

25X1A

A /éxmey and re‘—.evaluation of the i‘unét&.ons and accomplishments of the -
Personnel Procﬂ}eme_nt Div‘ision was conducted in April and May of i951.
In the resultant reorgarization of June 1951 recognition was given to the
fact that field recruitment must be intensified; that these recmitefs had
to be responsibie .citizens of broad acquaintance in industry, business,
education, sciencs, anqépacialized fields of eﬁdea;ro:'-; and tl-aatv this staff
~should be alléwéd maximum flexibili'by’ and freedom, consistenf with sqcurity

requirements, in contacting potential candidates for were vacancies.,

Colleges and umiversities; technical and vocational schools; high schools
Approved For Release 2002/01/04 : CIA- RDP84-00022R000400030009- 9
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commercial schools; overseas scholarship holders (Rhodes, Fulbright,

aA_ss :

Rotary International, etc.) -- 11 these were tapped as ppssible sources
S—CT e
- 25X1A

young citizens of towns where it has chapters. I

Field recruitmenfb has been supplemented by local recruitment in |
washingbén vi# the Personnél Office itself, and by_ suggested mames of
qualified candidates from the personnei presently on duty.

Hé.ving gotten th.e‘ name of the candida‘bé an?&laving Bs his personal historj
fom completed, and for;warded, Procuremeni? was réally not done with the
matter until the individual was actually on the Job, f?r conceivably in the

~ - : ’
_long waiting for clearance, an individualjr}ight get bired of waiting, ikt

< W &( 4 :';:gj
- pressed by circumstancesy or L¥ any numbers of nown_factors./fée accept

a position elsewhere and weskd slip away, thus leaving the recruiter to

start his task again.

’I!_his was one prﬁb«lem. Othaf problems associated with personnel procure-
ment in this Agency are inﬁerent within the work itself: the personnel
req«lirgments are varied, One canmot go to a Civil Service register and
request individuals for certain 'ty'pes of wqu, fo'r these types are not

covered in the ordinary routine. Security is a limiting factor. Many
Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9 '
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T 1|

* Is this cor-
reoct?

App

12

otnerwise desirable candidates are '-disqual_ified for this reason after a

“consgiderable amount of time and money has been spent on them. The anonymity

of the work and pq;'sonne[L may be uwattractive to a certain type of ma$
mentality. Personnel must be willingbto serve anywhere at any timé. There
is a special i‘e.Lationsh:Bp with other branf:hes of the Govermer;} and personne
mu;t have fémiiia.rity wi'ph the préb_l.ems~of agencies which CIA serves.

The youth of our organization and the changes and uncertainty which pre-

valled during the early years hewe made more difficult the recruiting and

holding of personnel. The Dulles Report (pages 36 et seq) recognized these

dksfuelsies ditficulties in commenting on the staffing of the Agency.
25X1A . ' : -
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‘Pla.cement Division
Thq Placvemeﬁ'b Divi_si_on is pr:!marilyz responsible for initial personnel
selection and in—servié:e aSsignment. When opérating as a combined procure-
' menﬁ and placeme.nt. sctivity, tﬁe placement unlts were aJJﬁost totgliy Cere-
concerned with obtaining and irﬂ.tialiy assigning perspnnei. Tn the period

1950 correct? -
Wha ab state- when recruitment was going on at its most rapid (195v), this Division was

ment ?
so immersed in meeting the demands of the individual offices for personnel
that it had no time to review subsequently ﬁhether or not initial placeménts

x the face of uncertainty as to the types of people

t is especially important to evaluate the

were satisfactory

needed for various positions

success of placements ©o determine what kind‘of qzalificationé has been
. M‘g successful. WConversely, if ifﬂiwr._tduals bso placed were dissatisfied
with ‘gheir jobs, it ahoﬁld be possible to diécover this at the fz’me of
‘place'ment follow—up,‘ and thereby save a great man‘;y people for the Agency;( _
wh§ might othérwise be lost. Amopg this group may beAcounted tha£ personnel
which would perform adequatgly in a position, but whose :'Lndividuall

_ capabilitieé might well be used to better advantage in some other type of

worke.

- Approved For Release 2002/01/04 : CIA-RDP84-00022R000406030009-9



Has this been
corrected to
any gr extent?

. What part
probs were
met 50-53 &
overcome?
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> '

In the course of their work, placement officers are required to be in

closé and constant touch with the oparating officials to imprdvq %,he
persormel program of’the Agency. 'Lhey can and do offer expert advice and
éésistance ho'b onlj to individual‘ supeMsors, who are the 'real point of
contact wﬁ.th ihe in.dividual?.but lto Agehcy managemernt with the view of
qstablishing and maintaining and effective mrking progran of personnel
management.

In addition to trying to fit the right person to the i»ight' job,
Placemvemv;'s proglems were multiplied by‘ the inabiiity to assign ﬁerSonnal
to positions over GS-5 without an interview, involving & loss of time if,
as o ften happaﬁed, a file wes sent covering a suitable applicant, and no
action was taken by the reviewing s¥af office. As mx;\ch time as 60 day‘s

‘ hewe

might elapse without definite decislon/beimg having been made which could

mean the difference in holding on & to a candidate.

Approved For Release 2002/01/04 : CIAQRDP84-00022R000400030009-9
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When did fool
bec Interim
Assignment
Branch?

When was this
& how does it
stand, 6/30/53
wAad v
Aty
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Pool, Testing and Training

Having procureci the personnel and having placed them on a T/0, there

ranained}me problem of how to keep the individual océupied until proper

security clearance was obtained, a period amounting %e approximately to 90

‘days. %ar‘bial solution was developed which permitted the hiring of the

individual after provisional clearance and éssig!miﬁg him to imciassified
work duﬁng the investigaﬁ.pn period. For the cletcal and s‘behographic
help, a pool was sst up to provifie the neéessary sﬁpervisio& and advantage
was taken of tﬁe opportunity to train the- personnei prior to permanent Jjob
assigments.ﬂ The training aspect therefore of the Pool has been increasingl

emphasgized,

Yoo :;«ﬁ e
Ab—pro—time ghe Pool4maintained wmecleared

employees%}m 2 JINT L

While this method applied very well to clerical and stenographic

M@

perébnnel, $his holding operation worked leff well with those of professiona

RY P o .

s‘oatus,,‘ /Some of +he sub-professional and techrical employees were assignedl
to the Pool, pro tem. —
Since employees are assigned 'bc}\;oool}( upon the discretion of plé.cenent

officers in ﬁpersonnel, thers are no clear reasons why some of this group

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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| were put in the cler:chalbpoolv, since mrmally. they muld~‘go into the

Unclassified Training Gioup A (p/ Training), lin vhich ‘they were put to work

- doing Vaﬁom‘undassiﬁed projects.. Perhaps a reaspn f§r any of them being
in the clerical pool at all was that when théir clearaﬁc-es came through,
the_officeé to whiéh they were agéign_éd Qould have tﬁem forthwith instead
of wéiting m"ltil they had finighefi the tvraining projéct on which they weré
working, |

Thq Pool wés initially spoﬁsored by the Testing anél EvaluationA Section

of the Frocurement and Placement Brahch, but was separated fr§m thgt Section

f’"& L ! Ty %
. Invthe’i;eo‘rgai&xzaﬂm

B Epemma——-di-ias returned to the Testing Bfanch, ﬁhich was then

renamed the Testing and Training Branch/. Amope—reeerrt reorganization of -

_—

] &n from Tes‘bing/and-m the Interi

-

and placed under Placement Branch in

Assignment Branch of Personnel Division (Overt). This arrangement places
- vhe responsibility for administering the Pool in the Personnel Office and

responsibility for training operationé in the @ol in the Training Office.

-

.Apprdved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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Testing

.- The testing ﬁmgrams in CIA were :Lni‘bia’c.ed in Oétober 1947 to assist
placement and operatiné personnel in making decisions sbout individuals by
supplementing jnfomation- available to them personal history fomms and
interviéws. It was ofi.gi.nally confined to testigg,clerical ability, typing
~and stenogréphic skills of clerical pgrsonnel. As the derﬁmd for testing
service increased, the program was % extended to include all pérsonnel for
positions in GS-¢ and lower grades,» with a consequent expansion of staff
facilities, in addition to te"st»researéh érﬂ d&velopment activities, and one
of the earliest research projects mdertakenpﬁs a validation study pf. these
tests. /Was this the survey made by Educat:gg Testing Service Princetoﬁ?
See following pages. What other feseargh has been candudted? What result?
Improvements were suggested in the above survey. What ‘were they and were the;
pat into pré.ct_ice?/

., lgst iaa‘bt.eries were developed for general types of positions: Intelli-
gence Officey Administrative Assistant, -L‘ibrar.ian, ;nd Secretary. The
program was hampéced in una\dlébility of speéific and accurats job informa-
tion and aa—ﬁs-ae‘gm 13101{ of an adequate stéff. Adviéory servi'ce. was

provided, however mimimum the research program was, by relying upon the
Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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professional Jjudgment of staff members and the knowledge of the Agency they
-25X1A ) ' '

. had acquired. Mr. _Who first initiated this program,

was advanced to Chief of the Personnel Division in the fall of 1949 and the

undt functiored without any chief until the summer of 1950 when Dr.

25X1A o -
_wa‘.s appointed €hief of the Testing and Training Branch,
25X1A ’
- From May through October 1951, the _ Serviceof
25X1A : '

T /8 [ L B o-covted <t the request of the Director of Training a

-

éurvey of the tesfoing activities in variods offices of the Cia, included in
which was that éf the Testing 3ran§h, Personnel Office. The report, among
other things, found ;bhaf niost CIA offices had a healthy awareness of both
the uses and 1imitations of psychological tests fc;r CIA purpoées; the real
need was for improvement rather than radical .change 3 there was Qvident a
__néed for more adequate coordination apd central professiona.l supervision of
CIA testing ;ac'tivities. The appointment of a well—qualifiéd psychologiét on
a high administrative level was suggested.

| No validity studies had been carried-on to detemine the degree of suc-

What action was cess with which tests predicted job performance. The reccmmendation was a

tsken on these

recommendationsg? - ' _
: series of research projects to set up expectancy ¢harts ef or tables so that

the predictive value of .various tests used b;f CIA might be accurately
Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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_established. .The> rerort sta‘ogd thét it appeared to the swvey group wnlikelj
'fbha’o the actual or pbténtial needs for selection and placénent test;i.ng in
the Agency were being met by the testing actiﬁties then ix} oberation.
It wa.s therefore recom:.nenied'that CIA explore the queétion o:é how personnel
procedures might bve improved by the further introdgct.ion and applicationvof
scientific testing ‘procedures.

"Regarding the Testing Br‘a.nch of thg Personnel Office, specific weak
points were noted, as follows:

Two tests of tﬁe Clerical Battery were considered totally inapplicablé
to the selection of ;:lerical personne;. These were both dropped following
the survey. )

‘In some cgses tosts whith time limits worked flardships on older /p‘eOple
than those foryl whom they were especially d'esigned.

A series of Differen_tial épbitucie Tests, intended.for u.se in diffe;'en;
jbia], prediction of indications of better perfohnance.in some areas thgn in
others, was being misused in 'tha’c, applicants wér‘e being accepted by some

placanent officers only if they wer e above average in every apti;bude tested

»

In a nuwber of cases placement officers were in ignorance as to proper

interpreiation and use of test scores.

_ Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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interpretation and use of test scores.
A number of tests in the Professioﬁal Battery had .nét been sufficién‘bly
valida’ced.l |
‘Test,é resuit;s were of ten u'set.i as criteria for promotion, ‘bcfthe excltsion
of demonstrated jétfperfomanée.
Some of the projexcts being conducted vby the Office of Testihg and
Assessment in 1952 were:
(1) Testing to help selection of professional trainees: |
(a) For épplicatios for the training program; tests of 1qgica1’
Fo% reasoni g3 basic nmﬁber skills; verbal intelligence; and mental speed.
Compariscrogly?2
Applicantsh scored in relation_. to noms established for college graduates..
(2) Yesting of pr_'ofessional trainees for @catir>na1 gu;de.nce.'
Trainees gfe placed at the end of ‘theif Intelligence School course,
b-aseé.upon the basis of summary.of te~st results plus interview
with Chief of Testing and Assessmenb Branch
('3) Testing of UTG/A group (urnder 0/Training) to determine nature of
their trairding, and subsequent placqnent in Agency upon completion

of their training

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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(L) Pre-ins‘bruction testing of administrative and clerical personnel
and follow-up tests to determine worth of ‘bhé training received N

(5) Testing of all individuels for whon ﬁ%ﬁﬁ%ﬁmﬁ%

| traj.n:\ng has been recommended o

(6) Conversational fluency testing of personnel fér whom conversational
language trairing has been prescr'ibed

(7) Work on employee evaluatién foms, part of the Career- Development
Program

(8) Continuous process of validation and study of &all the tests used

in the above-mentioned pro jects

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9 |
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Ciassification and Wage Division

Trace podit The Classification and Wage Division is ‘primarily responsible for
assuring that CIA wage and salary policles are in getseh alignment with the

general Federsl structurs and that similar pay is received for similar work.

Specifif:aliy, it is raspdnsible for allocating Agency and NSC positions

(the personnel seﬁices for the I\-TSC are provid_ed by _the CIA Personnel Office).

ideveloping Agency cllassifica.tion standards; conducting wage and administra-

tion activities for depart.meﬁtal and field positions; directing, coordinat-~
and |

ihg,/conducting job analyses, position surveys and the development of

poSitién descriptionsv; advising and consulting with operating officials on

classification activities and problemsjand estabiishing Tables of Organiza-

tions.

Al though the CIA is exceéted f:éom the reqﬁiremehts of the Classifica-
tion 4ct of 19&? , which prescribes posi’cign vclassification ahd selary
administration reéuiremen'bs for most Federsl agencies, the Agency adheres
as clc?sely as pﬁssible to the principles and policies stated in that Act.
Earlier and prior tovits‘ passage, ths Agency had an understanding with the

Civil Service Commission that we were privileged as to position classifica-

? “tion by v:LI'bue of authoritles contained in PL 110 and the previous
Approved For Release 2002/01/04 : CIA-RDP84- 00022R000400030009 9
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Eommission practice of reviewing Agency position ailocaiion was discontinued
The problems were early apparent: certain positiﬁns of the Agency
"ecould not arbitrarily conform to a;:cepted Federal norms because of unique
functions, and specifications and criteria had to be set up without benefit
of anything to lean on. The highly classified'and gensitive nature of pro-

grams, operations and responsibilities of individual positiol;ls 'required
special classir;'Lcatio_n methods and techniques; rapidly chang:mg operational
situvations brought on the necessity of classification rgview and c}lecisionsv
frequently had to be mabde without benefit of detailed inﬁornﬁtion or organ-
izational functions, brograms, relationships, or duties of individual

| positions. The rapid expansion of the Agency, coﬁpled with geographic

| dispersion and variety of occupations, hes added to the problem.

B
Classgification for most pgsitiohs has be_en accompiished by a number ’of

standards, including those ‘of the inil‘ Service CquanSion for Jjobs of a
similar nature, ard surveys made within the Agéncy cn an jpdividual basis.
Having set up criterla aﬁi set up the jobé; written deécriptions of dutieé

performed in each job have to be periodically reviewed to keep them cn a

current basis.
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fundamental service to the entire personrel structure. Job qualifications
are determined in knowing what a particular job is toentailj; training pro-

Cy
/' \x 5 grams can be set up after-weskimg knowing what the nature of the job is,
\ L ¥
AN | |
N and the difficulties and responsibilities surrounding the position. Thus,

\" * 3 X in addition to aiding recruitment and placement, it assists in training and

3 § . career develorment. -
gg * Tn 1947 the Classification and Wage Division had a staff of s
5 and its accomplishments were positions surveyed and classified.
¥ ——————

The activity and volume of work performed by the Division may be seen in

the talee below:

Fis.‘Year " Number on Staff | Pasitions Surveyed or Classified
1948 |

1950

1953 (Mar)
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‘Transactions and Records Branches

The Traﬁséctions and Records Branches (Covert and Overt) ars respohsible »
for processing appointments, promotions, separations; assuring that these
actioﬁs are taken under proper au‘bhdrity meeting legal ard régulatory re=
quireménts, and reported to. proper of fices. Position con‘t;rols or inven-
tories are maintained, showing av record of each pos:‘gtion .authorized in the
Agenby according to grade, salary, organizationa} location and occupancy._‘
'In transfers, service rl'ecord‘cards, which serve a dual pui'pose as a record
.of the individual's Federal employmenﬁ and as a record of thé staffing of a
par’biéular job, are transferred approprietely. Proper nebia notation is
mede vhen a candidate is placed in rrodess for a paﬂicﬂar lvacanc‘:y in order
that two individuals be not recruited for one job.

The Transactions and Record.s pranch (Covert) has the additional and -
u.niQue problem of fulf:illing "ohis responsibility for overseas operational
positions. Certain special security P requirements must be satisfied
relaiive to employment of semi-covert an@ covert personmik both within
tlr.re continental US and overseas.

Unte- Until _ , this Branch ;book care of &all phgses of integration

into other Departments for cover purposes; & this responsibility has now

Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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Keeping records on those personnel awaiting overseas assignment or
'cho.se returned from overseas becomes é.feirly complicated matter‘, not 'bhé
least of which is the partic.ular security pfoblems‘raised by the nature of
the Agency's mission.

- The Transactions and Records Branch, in additionv to its other work, pre-
pares varims statistipal reports since it is the sour:ce for all official
personnel documernts on the ipdividual menbers of the Agency. It also rer-
forms many ms miscellanecus tasks ﬁhich are not inherently the responsibilit
of any pafticular personnel function.

~In the period, 1950-1953, the Transactién and Records Branch (overt)

' processed security iniitations as the first step in the employment

of prospective employees.
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Central Processirg

‘This is a phase related to the processing of employees of the Covert
Branch., It provided a central processing service for all personnel en

: asslgned
route % overseas, or returning. Criginally an individual er twevelirg
overseas,. for—skempde; would be required to go to individual offices for
various activities relating to his travel: he would go to the fiscal office
for fiscal matters, o the medical office for necessary exeuninétior{_js and
medications; and to Travel to be sure all ordersjere correct.p He—uag
therefere before firal clearancen walkig to many offices in many locations
to accomplish his processing, In ‘addition, there was a need for' coordinatin
the activities performed by each of these offices. As a result, a Central
Processing Branch was instituted.

' W%  service ' _
A A central seriwe wes—inststred during the period in which there was

What date?
" a special Fersonndl Division _(Employees D:Lvision) located in the Special
Support Staf9 which p’fo‘vided administrative support to the covert offices.
Why was it lhis service was sbolished in a subsequent reorganization, processing re-
' abolished? :
verting to the separate' offices. However, the central service was
] g reinstituted as the result of a request for a simple and more efficient

Apprayedrt & Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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" Personnel Reglations (Covert and Overt)

. . l. 4
W
A fentral Personnel Relations unit was,ed § ' , to serve

4

all offices except 0SSO, It provided personnel with a whole range of
counseling and guidance on matters relating to pefsonal adjusﬁnen’b, domestic
problems, assistance to members of the family of amplques o£~- who becéme
mentally incapacitated, work productivity and .job satisfaction; hou_sing,
recreation, hospitalization, carpools, child care, edﬁgation, blood donor-

program, and fund raising caupaigné; problems re leave; extended leaves of

-

~ebsence; military training, retirement; review and recommendation of

eppropriate action in discipiinary cases; and handling of personnel grievance
As it operated in the early ‘days, these matters, especially those of
e o T #ofom
disc1p11ne amd persomwel grievances were handled only when ne%ha::-g—-e;se coulc
be aceomplishsd. On thl principle that it is better to take care of a

matter before rather than afterwards, these matters are now l_l;a_.r_a_dled':imnediat;

ly after the supervisor has judged that he cannot helip, in order that an

- employee not get to the last stage and separate from the Agency. The pre-

exlt interview was’ specifically instituted to prevent an individual from.

separating, if possible, and secondarily, to benefit by any experience

ApSrOViREFEe FEIBEEE 260 31B9Y54 SRIA-RDIPE 08b32R6900030009-9.
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Personnel Relations Branchhas been instrumental in developing plans
for an employee Welfare and Recreation Association, which has beenorganized
for CIA and will assist tkie this bgroup as it cen.

*-'-fhé Personnel Relations Unit (Overt) provided the central servicé'until :
Personnel Relations Branch was installed in the Persén;el Division (Covert).
1., page 5 of Jime 1952 statement, last sentence says, "reorgamzed uni'b

in the Overt. What was it reorgmlzed from?

2. The Incentive Awards Program is administred by this Division. When was
it instituted and how did it benefit the Agency? :
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The Agency does not request deferment for draft-age applieations

-applicants whom. it may desire to hire. This class of applicant, however,

- may bé considergd for overseas field duties, but knot. for departmental
assignment. In any case, Selective Servic_e national headquartgrs are advise
of the emp?l.oymept of gny young men of"draft age. Occagionally, an apf:lican'b
is willir;g ﬁo accept, afte?f traiﬂing, _irmnediat,e overseas duty of a hazardous
mture. In such‘ case arrangement ié madé' to exempt the applicant from call,‘
on the advice of the Agency?tha'b' he is usefully employed.

#n-Fiseat ¥ear-i953 ihere ﬁere-the-f-el}owiﬁg-sénmary-of Pogqueses-te she «

Department-of Bei-‘ease ,-aad~aathoriaa=biens £fom miliﬂaary-pérso-nrael-t_-

- Yollowing is a summary of requests to the Department of Defense in Fiscal

Year 1953, and authorizations for military personnel:

Beginning End
25X1A

Officers
Enlisted Men

TOTAL

'1he‘tendency in subsequent fiscal yéars has been toward decrease in such |

requests,

/Do we want to pyt in about military men on the roles, retired, etc.; what
they are paid? (fﬂhat historical } interest is it?/ :

Apprc;ved For ﬁelease 2002/01/04 : CIA-RDP84-00022R000400030009-9 ~
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Personnel Studies and Frocedures staff

. The Personnel S’oudies‘and Procedures Staff was set wp in -Apr:iiﬁ951

to assist in all phases of the persmnél pro'gram, especially in the Agency's
. ob jec‘biires on personnel management. It had és i'bsAinitial dutigs the sur-

véying, reviewing and reporting to the Personnel Director on ail phases of |

“the per"sonnel 'program, field and departmental} deveioping and coordinating

legislative, budgetary, procedural amnd mporting requirenents; planning,'

developingy and conducting stuaies of personnel office organization, staffing

standard operating procedures, and special management projects and studies ag
Could we ' . :
have a few
major ones? required.

P

- To these have been added the development and coordination of r ecommenda-

’

 glons concerning policies and procedures on manp’ower requirements in support

of the Agency's % mission and of its mobilization and operai:ions in times of

~

hational emergency; the development of an Agency personnel reserve program;

analysis and presentation of comprehensive personnel statistial reports, and :

.

continuous review of the effectiveness of personnel programs and activities

both at headquarters and in the field.

' ‘ - /731
/vhat particular accomplishments took place during }950-1953?

- ‘.L : ’ . N
When did it become "Planning and Analysis Staff
~ Approved For Release 2002/01/04 : C|A-RD\P84-00022R000400030009-9
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gated it?
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Career Development (Management?) Staff

The Caréer Develdi:ment Staff was established in October of 1951 to aid

the Career Service Committee in its implementation of a proposal to establis

a career program in CIA.

Ihe idea of a career staff had its origin in a lettsr written by

General Smith on 17 March 1951 to the Hgnorable John J McCloy,

(title)  , in which the DCI expressed an interest in building wp a

corps of well-qualified men in the Agency who would be interested in making

. & career of intelligence. In consequerit of this desire, the Office of

25X1A

Training prepared a plan endorsed b_, Agsistant Director

of Personnel, which was transmitted to the DCI on 3 July 1951 by Colonel

Director of

Matthew Byard, /Training. The DCI approved this p1=an in principle on

2l July 1951, and on 7 August 1951 there was distributed for comment and
recormendations to the Deputy Directors ard Assistant Directors, "A Program
for the Establishment of a Career Corps in the Central Intelligence Agency.*

The DCI then established on 13 September 1951 a Career Service Committee,

25X1A '

consisting of NN :/Personnel (Chairman); Mr.

25X1A .
Sherman Kent, Assistant Director for the ONE; I  csistont

Director of~- for the Gffice of Special Operatiohs and Colonel Matthew
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" Baird, Director of Trairing. In addition to implementing the proposal to

gstablish a careér program in CIA, the Ccommittee was akwed- asked to resolve

such differences of opinion which were noted in the comments and reéommenda-

25X1A
tions received. _ was designated the Executive Secretary

of the Committee.

The first meeting of the Cormittee was on 2l September 1951. There '
was established eight Working Groups to cover Selection Criteria, Employees
Rating, Career Benefits, Trainees, Extension Trairing, Rofatioh, Personnsel
Development Program and Honor Awards. Each of these groups was assigned
a series of speciﬁ.c' problems and the Executive Secretary was directed to
c_:obrdinate their activities. Detailed records ard minutes were kept so that
ths complex matter coild be adequately covered.

25X1A ‘ .
With the resignation of _ in 4pril, the Deputy Director
25X1A
for Administration, — beoane Chaiman, and Mr. Kingnsn
Douglass, AD/CI, subsequently replaced Mr. Shemmen Kent.
Progress Report was mdde to the DCI on 22 January 1952, in which the
. general framework of the proposed Career Service Program was laid out.

Approved For Release 2002/01/04 : CIA-RDP84- 00022R000400030009 9 )
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major points each con‘ba;ning a nﬁmber of :‘Ltems which he wanted cohsidered.
A'With the cailipg back ot“ four of tile Working Groups and the establishment of
a new one, these matters ofl COntmjarsy were resoljred during April.and Mgy,
end final det;ails of the proposed program planned.

Final Report of the- Cémmittee was forwarded to the DCI on 11 J@e 1952
and app’roved' by him on 13 June 1952,

In his discussion of the background of the career service program in

- August 29535 1954, Mp. Lyman B. Kirkpatrick traced some of the problems fac-
What washis ' ’ : , o
position ard .

vhy did he go ing the groups in their first meetings which they had to obviate. One of th
into this : o

discussion? : ‘
' most controversial, for example, was whether or not CIA should have a com-

As IG?
missidned corps of workers: "commission" in this sense -- a Cpngressional
cormission signed by tﬁe Presi‘dent*%rf whether- the p;eseni s;&eﬁ of appoint-
ments by the Directof should be maintaiﬁed. It was decided in favor of the

. system we now have, which was deemed more flexible.
There was the problerrf;f oﬁligation. Sould our pefsonnel be asked to
accept an obligation- tci the Agency, or slhould the present system in which
an individual is free to leave at any time he chooses be retained? This was

such a controversial problem"bhat there was almost a direct cleavage in the

Committes.
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Thé'operations of the Agency range in interest from an almost completely
overt 3h to the most clandestine of activity. | Individual talents are diverge
in character. Could then there be one career service encompassing this
diversity; or should there be. a group of associated career sex'vices“'v Having
cansidered ou: intérhal complexities, the status of the Agency in the
national intelligence structure, and its existence in the world todya with

" other intelligence services, the answer #m was in favorloif; g sjnglé intelli-
gence service of all personrel within the Agency.

The Working G:;'oups, all composed of. irdividuals at the level of staff
ard division chief, put much work into these sw studies.

'Subsequent. to the Final Repért of the Carser Servi;:e Committee # §n

, | 25X1A
7 June 1952, the Career Service Board was set up. /CIA T

dated L?()‘L{,V\L ¥ ./ Since the Board has been in exiétence, it has wdrke'd
out the final detdils of the career progrqm./laupched in August of 195L;
_see Iyman B. Kirkpatrick, "Background of Career Service Fweb 'Program, "
CIA Career Service Conferences, 3 August 195k./

In paséing, there may Be noted some of /the topics of those groups which

continued their work. The Honor Awards Shepuxstsdmx Group studied a reward

for those intelligence workers whose explolts could never be publicized.
- Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9
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/In 1953 the Presidén‘l;. aéproved the Ng#ional Security Medal, the higheét
award for -intelligence service anywhére in goverrment./

The Legislative Task Force studled what legislatior was required, to get
edditional benéfits for career émployees in the AZency; 6.Le, accelelrat-ed
" retirement for different types of }lgervice (hazaﬂous sérvice; service in
difficgl‘c. climates; service beyond the call of duty (extraordinary service));
‘financial' assistaﬁce for medical attentio‘n for depenélents‘ éverseas, etc.

There was also Jjunior personﬁel': what p_'roblems did they have, rand how

could they deveidp theéir ae- careers; what was the pdsitﬁ:n of women :‘Lnl the
Agency: was there discrﬁminabion; could they 'z_-isé tothe highest proféssional
levels? The employee on overseas duty - what was there_in store for him
'on his retumm, sinée so many of this type of anployee would find themselves
-.a’o Joose ends with no job in prospeft on their retum from abroad. These

questions were studied and answers on them subsequently prepared.
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Special Contracting, Allowances and Processing Staff
The Special Contracting Unit s Administrative Staff (special)
was transferred to the Personnel Office under date of 15 September

1952, to become the Special Contracting, All-wances and Frocessing
25X1A ) ‘ :

start. /I 22 Sept 1952, Subj: Organizationsal Changes./

This staff is resprnsible for. recommending poiicy standards goferning‘ )
‘Agency &% contracts for personal services and certain oﬁher special contract
required in éuprort of covert ope’rationg 3 fof preparing and executing such
‘contracts; for thevreviévfbf gll field contracts submitted to headquarters_ 3

- ‘i“or the complete personnel processing of all staff agents; for recommending
policy stahdards for special allowances; and for reviewing and granting all
such aliowanées.

Barly in 1953, ‘Agency regulations concerning detailed military persénnel
‘uwere revised providing for the centralized cor;trol of such personnel to
iﬁsure their 'receiving 00n'sistent treatment in conforr_nance'with CIA and
Department of Defense peolicies. Fiscal Year 1954 covers the tirst year of '

operation of this staff respecting military detailsrw A

/apparently the above ﬂtaff actually began to get under way in fiscal
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CONCL USTON
The rapid expansioﬁ of personr_xel in ‘the various operating offices had
iﬁs effect upon the adtiﬁties of the‘PeI;sonnel Office. As in all office.s,

there was a shortage of personnel to meet +e the increased demands put upon
A‘ .

the Personnel Staff. The personnel of the Agency, for example, grew from a
25X1A ' '

What were
actual
figures?

25X1A

25X1A ‘
- gtaff employees and staff agents

25X1A-
on duty in CIA against the number or NN as of 30 June 1953.

As of September 1947 there were

N Althoilgh personnel was increased in the Agency, unfortunately the staff

- of the Personnel Office w not only did not increase, but on the contrary

shrank inap?epeei in proportion to the total Agency staff.

LY
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What were

 these &

how &k did
they affect
Persomnnel?

| y
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The 0ffice of Personnel felt that litle recognition was 'gi'ven to it,

elther by wpy of staffing, necessary authorities, or stature within the

" Agency dﬁrrng“bﬁs—b'ér:tad and it was not until 1951 that proportionate ine ™
creases in staffing authorization and authori‘bies) needed to perform the

~ personnel ménagement ,job/began to be granted, dllowing the Office to
pvroceed on & proper program. Ihe requirements became esebiis stabilized

g f]f '
n ¥iscai 1953 and a changeé in concepts of internal Agency security require-

(o dP . . - * .

ments were instrumental in adllowing an ircreasing effort and attention to
overall paspects of pérsonnel management. ‘he placement activity was ex-
tended, classifica‘bion'standards drawn up to correspond to the wmidque

Agency requirements, and complete and accurate record keeping systems

established along with employee service’iorograms.
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25X1A . "
’ _ working
_ notes attached to training mentions wwitiamg understanding

/in 1952/ with services to the effect that CIA can enter an employee imto

1, Military service and receive him later as a civilian ai‘tervhe hasg
completed all the service time and training requirements; also |

2. '"under considerations is a plan for allowing men chosen by CIA to
enlist in service, receive training, and then come to CIA in a

military capacity for the remainder of his service time,

“hat was ever done about these? Are they how in effect?
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